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Procedures: Accommodations for Employees 
with Disabilities   
 
 

Applies to:  All areas of FV, Bargaining and Non-
Unit Staff 
 

Subject: Procedures for providing 
accommodation to employees with 
Disabilities  

Approved: April 20, 2016 

  

Purpose:   
To provide a clear outline of the expectations and responsibilities in the accommodation process as well 
as providing guidance and standards regarding procedures for providing employees with short-term and 
long-term accommodations.   
 
Scope: 
These procedures apply to all areas of Fred Victor and is applicable to bargaining unit and non-
bargaining staff.  These procedures apply to any employee with a disability. 
 
Accommodation 
Accommodation is an adaptation or adjustment. It applies to recruiting, selection and employment, 
including training, performance management and career development. It may be short or long-term 
with the goal of enabling the person with disabilities to perform the essential duties of their position. 
 
PROCEDURE – Individual Accommodation Plans 
 
An Accommodation Plan may include the following: 
 

 A statement  of the employee’s relevant limitations and needs, including any medical information 
received; 

 Identification of the most appropriate accommodation short of undue hardship; 

 Clear timelines for the provision of identified accommodations; and 

 Criteria for determining the success of the accommodation plan, together with a mechanism for 
review and re-assessment of the accommodation plan as necessary. 

 
Appropriate Accommodations 
 Accommodations will be developed on an individual basis. An accommodation is considered 
appropriate when it respects the employee’s dignity, responds to their individualized needs, allows for 
full integration and inclusion in the workplace.  
 
Accommodation for employees may include: 

 Technical aids 

 Human support 

 Provision of materials in alternative formats 

 Work station adjustments 

 Changes to scheduling of hours of work 

 Temporary or permanent alternative work 
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 Job redesign 

 Modification job requirements 

 Counselling and referral services 

 Building modifications  

 Leave of Absence  
 
 
Accommodation of Employees: 
 
If injury or illness is likely to prevent an employee from fulfilling the essential duties of their position for 
a temporary period, an extended period of time or permanently, Fred Victor will try to provide 
accommodation to the employee. The objective of temporary period or extended period of time 
accommodations is the graduated return of an employee to full duties. 

Temporary period or extended period accommodation typically include modified hours and/or duties for 
a limited period of time and may include ergonomic interventions. Extended period of time or 
permanent accommodations may include providing tools or modifying the worksite, duties or hours of 
work. 

1. All requests for accommodations shall be directed to the employee’s supervisor in writing. 

2. The Supervisor shall meet with the employee wherever possible to explain the work accommodation 
process and to obtain relevant medical information. The Supervisor will then prepare, in consultation 
with Human Resources, an appropriate accommodation plan based on the medical information 
received. 

3. Fred Victor may determine that an independent medical assessment is required at any stage. 

4. Where the employee is not able to perform the essential duties of the pre-injury/pre-illness position, 
the employee may require any of the following:                                                                                                                    

 An extension of the leave or accommodation for further medical gains; 

 An new accommodation plan; or 

 An assessment for extended period/ permanent accommodation. 

5. The Supervisor, in conversation with the Human Resources department, will determine if an extended 
or permanent accommodation is viable.  Fred Victor will determine whether: 

 The employee needs to provide further documentation to determine if an accommodation can 
be provided;  

 The employee can perform the essential duties of their current position with an 
accommodation; and 

 The employee’s limitations cannot be accommodated in their own position and, if so, whether 
they can be accommodated in another position. 
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6. If approved, and an extended or permanent accommodation cannot be provided immediately, a 
temporary accommodation plan may be developed as an interim measure. 

7. Fred Victor shall continue to use best efforts to accommodate an employee in a position for which the 
employee is qualified, in accordance with Fred Victor policies, practices and Collective Agreement. 

8. If a request for an accommodation is denied, the employee will be given the information in writing 
and have the opportunity to discuss it at a meeting with their supervisor. 

Undue Hardship 
Accommodation will be provided to the point of undue hardship. A determination regarding undue 
hardship will be based on assessment of costs, outside sources of funding, the employee’s skills, ability, 
impact on operations, knowledge, qualifications and experience and health and safety. It will be based 
on objective evidence. An analysis of what constitutes undue hardship is different from an analysis of 
appropriate accommodation.  
 
A determination that an accommodation will create undue hardship may only be made by the Executive 
Director, in consultation with the Director of Human Resources and Administration and the appropriate 
Program Director(s). 
 
Where a determination is made that an accommodation would create undue hardship, the person 
requesting the accommodation will be given written notice, including the reason for the decision.  
 
Confidentiality 
Any personal information concerning an employee’s disability cannot be released without their prior 
written consent, and must be managed in a manner that is consistent with Fred Victor’s Privacy 
Guidelines, applicable privacy legislation, and the Ontario Human Rights Code.  
 
 
 
 


